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Introduction 

.h ♦ Partnership is a network of industries and educational institutions 

h« provides e> coromumcMion. compulsion, and creative thinking to «2STi^^ 
textde, appsel and car,«t mdustriea. The Partnership serves line employ^, and SS 

\^ !!!!* Georgia, and South Carolina. The ^cuU for th^ topics 

inoude a jtmior coUege, a t^hnicS college, a^d 

• e, v4 to teach the topics Usted above This 

introduction wU describe how the curriculum is developed, the contents of this curriculum 
package, and how to mvolve learners in the educational process. 

Curriculum Development 

Before writing curriculum instructors must know what employees need to leara An 

instructional need is defined as the difference between what workers know and what the job 
requires. Project staff employ a variety of methods to analyze the duties and tasks of the jobs, as 
well as what kinds of communication, computation, and creative thinking skiUs are required The 
analyses mclude interviewing exemplary workers; observing these workers on the jo^ 
mti^ewing groups of workers who perform the same or very similar jobs; reviewing’ documents 
such as job descnption^ handbooks, signs, memoranda, etc; imerviewing supervisors and 
mailers; and struc^g surveys to be completed by workers, supervisors, and managers. Also 
dunng the ar^yses the cumculum developer will look for skills that the worker must perform to 
be considered for promotions. ^ 



Needs assessment is a vital part of the curriculum development process because the 
educator must fully understand what a worker does in order to determine what the worker must 
learn. As the needs assessment process continues, the educator also coUects numerous documents 
to use as materials for instruction. The use of work-specific materials for instruction is what sets 
workplace education apart fi-om other types of adult education. These materials aUow skills to be 
learned m the classroom and more readily transferred to the plant floor. Therefore, reading skills 
improvement takes place as the worker is reading and comprehending the employee handbook; 
math skills improvement happens while the worker is computing percentages for production; and 
thinking skills improve as the worker is learning to work as a team member. 

Contents Of this Curriculum Package 
The Curriculum Guide 

The curriculum guide provides a quick view of all the major components of the 
curriculum. The job title for which the curriculum was originally developed and field tested is 
given in the upper left hand comer under the name of the curriculum module. Next is the General 



D^ctioni Objertve that defines the major purpose of the cutTiculum The Overall Time is 
hated to esnmate the smoum of time that should be devoted to the eTe tS,S^ 

^hT^n “S'”' 

The uisttuctor should t^efuUy review the column on Resources / Materials to ««« that^ 
ne^sary Items are r^y available. Copyrighted materials may be referenced^e Purees 

pS"in° tWs mZl“ “« 

Sequenci ng Learning Activities 

Jori PhiS^^Tn^ttf of instructional sequencing adapted from Literacy at Work by 

^ instructional sequence begins with an activity designed to invSe 

he learners mto the learning process. This activity will aUow the learners to bring^ mind past 
learmng and expenences m a way that will facilitate the learning of new infomSa The aSSdty 
may come from the workplace or from other real-life situations activity 



Once the new mformation has been presented, leamen participate in activities designed to 
practiw skills dustered m mcreasmgly larger chunks. These skills are then appUed to situXns 
from the workplace to maximize the transfer of the skills learned. A closure activity provides for 
review and assessment of the skUls learned and may also identify needs for further le^g. 



Lesson Plan 

The Leswn Plan contains the detailed explanation of the activities referenced on the 
Cumodum Guide. Note that the numbering system for the activities is the same on the 
Cum^um Guide and m the Lesson Plan. In reviewing the Lesson Plan, the instructor should 
look for plaws where more appropriate work-specific items can be substituted. This substitution 
customizes the cumculum for the specific work site and makes the learning activities more 
meanmgful for the learners involved. 



Handouts. Transoarendes and Teitta 



The Lesson Plan may require that handouts and/or transparendes be used in teaching the 
module. If so. these items are located behind the Lesson Plan in the curriculum package and are 
desisted as H^douts or Transparendes in the header at the top of the page. If a pre- and post- 
test (called Preview and Review) are a part of the module, these will also be found in the 
Handouts section. 



‘ Phillipi, Jori. Literacy at Work: The Workbook for Program Directors. New York: 
Simon &, Schuster Workplace Resources, 1991 . 
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including Learners In The Educational Proce; 



ss 



needs which is performed jo int ly hy the leamer »nA th. learner^ s sl^ and 

part ofthe learner’s IndividJ^il^on Plan (1^^ ^ 

contained in this module. The lEP provides for^lLti ^ Partnership are 

lean,.., ,ki., and need. and'^uSS’d^’^Siir.r.LlS^^ 

perfonn^tTev^r^^TScS:^ eni a, ™ci. a, pebble, .b. ,ean,e„ 
to use to foUow a.. 

the Lean,.., Page, Som. a p^f a^ ^ page, caUad 

Frequently, pre- and post-tests (referred to as Previews and Revien/a't arm • • j 
a pan of the evaluadon proceaa. Latum panidpale in «oring th^tfSTad^^teZ” “ 
on then pages. To vaiy the aawsnnent methods, die learners may be asked to nM ,k “ 
then abffity to perform certain ddlla, to writet7hrase or starem® th^.^ J °° 

about then learning, or to specify what skills need more praedee. e*P esses then belief 

The purpose for including the learners in the evaluation process is to h«ln th,^ a 

that assessm^i, reflective, constnictive, and self-regulated. The learners, 

assesarntm pro«ss, understand why they are panicipS toT £ 01 ,^^ 
activities. Therefore, including them m the evaluation of the leamina oiv^ th«m ««««-♦, •*: r 
relearning, synthesizing, and applying the skills. * ^ opportumties for 



Written self-evaluative comments on the 
Learner’s Page also provide opportunities for 
communication between the leam«- and the 
instmctor. This type of assessment is teacher- 
mediated (i.e. usually done when instructed by the 
teacher), ongoing, and cumulative. The Learner’s 
Page is filed in his or her folder which is regularly 
reviewed by the instructor. During the reviews, 
the instructor may write comments in response to 
those made by the learner. 

The goal of this curriculum is to enable 
learners to transfer classroom academic learnin g to 
the plant floor thereby improving productivity and 
efficiracy. This curriculum will be most eflFective 
if the instructor customizes the curriculum to the 
specific worksite. 



For more information 
about the project or the 
curricula contact: 

Susan Steck, Project Director 
Workforce 2000 Partnership 
Enterprise State Junior College 
P.O. Box 1300 
Enterprise, Alabama 3633 1 

TEL: (334) 393-ESJC 
extension 226 
FAX: (334)393-6223 
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Module: Transferring Skills 



LESSON PLAN 

1.1 MotivationaJ Activity- 45 minutes 
A Administer Preview 



B. students what they are expecting from their new jobs once they leave the 
classroom. List students’ expectations on the board or chan pap<? Ask 
students what they wiU need to do to meet these job expectations. 

C. Ask students how what they have learned in class will help them to improve their job 
peifonnanw. Some examples may include: an understanding ofPridecraft as a whole 
and how their jobs fit m to the company as a whole, improved listening, speaking, and 
quesuomng skills, a better understanding of the company handbook a^ poUdS^ 

D. Discuss with students that they will need to adapt in order to meet their job 
expectations. Ask students to define “adaptability” . Define “adaptability” as “a 
characteristic that allows one to adjust effectively to demands”. Explain that everyone 
must adapt when starting a new job. Ask students: what types of things they may need 
to adapt to on their new jobs, (i.e. new machine, new pay system, new attendance poUcy 
new supervisor, etc.) Discuss that they may need to ad^ in the future to keep their 
jobs For example, if they move into a mod, they will need to learn how to use other 
machmes. Technology may change the way their current job is done, they may need to 
learn to use the computer that runs their machine. 



E. Show Stani^d Textile 50th Anniversary video. Ask the students to identify 

the adaptations from the company’s beginning to present time. Point out that the first 
sej^g machine in the video is now obsolete. Ask students to imagin#> trying to do their 
jobs on the treadle machine shown in the video. Discuss that obsolete machinery 
disappears, as do obsolete people. Ask students what they think this phrase means. 

2.1 Instructional Activity— 20 minutes 

A Discuss PrideCTaft specific quotes with the students: 

If you always do udiat you’ve always done, you will always get what you 
alwaj^ got. and “Get out of the box, or get out of the way.” Ask ttndants to 
contribute quotes that they have heard. Discuss the following quote: The dictionary is 
the only place you can find success before work.” 



B. Discu^ how companies must adapt to remain in business and be profitable. Use the 
following history of “Body by Fisher” as an example. 
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carriages, however when the 

^o^bile was d^eloped, they would have gone out of business if they had 
able to ^t to the changing technology. They still made th^Lst 
<^age around but who wanted to buy it? The comply did adapt and todav 
FisW’^ the inside of the door of GM cars, you will see the “Body by 

Fisheri stamp. The company adapted to make autobodies for cars. 

Discuss the feet that Fisher made a quality product from the start, and, state that if a 
company does not make a quality product it will not be around to adapt. 

C. TeU^dents that they are going to see a video about Standard Textile. Ask them to 

watch for ways that Standard Textile has adapted. Show the “Repak” video. 

D. Discuss the “Repak” video and how it shows adaptability. 

2.2 Instructional Activity- 25 minutes 

‘^aaudemstlmth.yarewoildngmaptamtlMt 

^es laswtubes^areusedinlaser suigay equipmem. Tliese tuba are veiy 

exacts according to spedficatioiia in onier to worToive 
^h student the foUowmg materials: paper, paper clips and tape. 

List these specs on the board: 



1 . 

2 . 

3. 

4. 

5. 



1 1 inches high 

1 inch opening on the top and bottom 
secured by 3 pieces of tape 
two paper clips on the bottom 
must stand on end 



Remind stu^ that they are being paid based on their productivity, so speed is 

^port^. TJey^ be given 3 minutes to make as many tubes as possible. Afterthe 

minutes, teU students that you, the instructor, will now act as buyer. Go around the 
d^^m and look at the tubes that were produced, accept some and reject many. 

Give students another 3 minutes to produce tubes. Continue this process until the 
^dents start to ask the buyer questions about what he/she wants. Ask students who 
defines quality”? The correct response is the CUSTOMER How can we find out 
what the customer wants and will accept? The correct response is “To ask them.” This 
ac^ty demonstrates that quality is de&ed by the customer and that the customer’s 
be kept in mind. Discuss how this relates to the employees’ jobs on 
c floor, mey must be aware of what the customer will accept, they need to ask when 
m training if their work meets quality requirements, etc. 
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seven strategies bsted. Discuss how these strategies will help students to meet their ioh 

expectations and succeed at their new jobs. P «uaents to meet their job 

2.3 Instructional Activity- 45 minutes 

A. As a class, brainstorm what “quality” means. Show students a boh and ask them to 
wme up wiA characteristics that would make a bolt good quality, i.e. strong, grooves 

m IT’ T' I?.!! of studems a bolt and ask them if this is a good qtaSy bolt 

^olts should be good quality.) Next, give students a nut and explain that this nut and 
bolt are P^^ed and sold together. Ask students to put the nut on the boh. (Nuts 
^ not ft the bolts.) Now ask students if they would consider this a quality product? 
Why not? (i.e., it does not meet my needs.) If the product does not meet the 
customers needs, it is not quality. 

B. Give students a copy of the Pridecraft Quality Statement. Read and discuss this 
statement and have the students verbally paraphrase h. 

C. Kscum ilut companies musi continue to make a quality product wMe adaptins to 
ehan^g demands. Define “quality” as being “a ciuracteristic of a 

It desirable to the customer.” 



D. TeU ^dents that they are going to see a video about GMPs. Ask them to watch for 
pi^cw ui the video that can help assure quality. Show the GMP Reinforcement 
vid^ Discuss the video and also what the students have learned in class that can 
transfer to their jobs and help assure quality. 

E. ^stribute a copy of Pridecraft’s Mission Statement to each student. Define a Mission 

Statment as a “statement of the company’s purpose.” Ask students to read the 
Mission Statement. Explain to students that Pridecraft’s Quality Statement is 
developed fi’om the company’s Mission Statement. 



F. Distribute a copy of “Mission Statement Exercise” to each student. Ask them to 
paraphrase the company s mission statement and then write an individual mission 
statement that supports the company’s mission statement, (i.e., to sew at 100% 
production while producing 1st. quality garments.) 

2.4 Instructional Activity- 30 minutes 

A. Ask for students to share their individual mission statements. Discuss thur all 
employees mission statements support the company’s mission statement. F ac h 
individi^ should be committed to making a quality product. Ask students to define 
“commitment." After several suggestions have been given, define “commitment” as 
“holding to an agreement or principle.” 






lie: Ti 



:idU: 



B. a copy of “Your Ideas About Commitment” to each studiwt a,u 

C. Commitment demonstration activity: “Pin the Pocket on th# i 

S^b ^ 0 , cu, pock«,Tb>» and , bS 

their mmd w not on the job, they’re blinded by other thoughts. Discuss how beiSa 
uncommitted or not havmg your mind on the job can affect your work perforLnL. 

D. Wstribute “^e Benefits of High Commitment” and “The Cost of Low Commitment ” 

Oiacnaaeppaa^donandbowS^.. 

3.1 Closure Activity— 30 minutes 

A. Review the vocabulaiy: Adaptability, Cominitment, Quality, and ivn..t..u 
Statement. 



B. 



“ I laanied ” statemem. For eitaniple, “I learned that a 

v^rte°d^ “ >“8b quality.” Ask snidents to share their statements 



C. Administer Review. 
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Name: 

Date: 



Transferring Skills 
Preview/Review 



^ • The world sround us is changing, 

^ although industrial process remain much the same 

B. and so are industrial processes 

C. and so is technology 
O. both b and c 



2 . 



4 . 



^ch of the foUowing is not a strategy for adapting to change? 

A. positive attitude * 

B. strong work ethic 

C. commitment 
O. inflexibility 

«tapting ,0 

A. good listening slrilliy 

B. positive attitude 

C. able to delegate 

D. able to commumcate with peers. 

to new job situetions, it Is essentiai to letun wsy, to cope with tutd handle atiesa. 

B. False 



^ch of the foUowing is a strategy for adapting a new job situation? 

A. using good communication 'driHf 

B. being an effective team m«>nnhf r 

C. a and b 

D. none of the above 



Which of the foUowing is the best definition for “adaptability”? 

^ a characteristic which aUows one to adjust effectively to demands 
° remaining the same 

a char^eristic which aUows one to perform an activity exactly how it was done in the past 
an inabihty to change 



B 

C 

D 
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7. Which of the foUowing is a cost of low commitment? 

A. low morale 

B. high turnover 

C. high quality 

D. a and b 



8 . 




A. True 

B. False 



9. Using your notes from the “Pridecraft 50th Anniversary” video, Ust 
adapted to meet the needs of a chan gin g society. 



one way the company has 



10 . 



disappears so do obsolete people.” to you own woids explain what this 



phrase means to you. 
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Name: 



Date: 



Transferring Skills 
Preview/Review 



I . The worid ground us is changing, 

A. although industrial process remain much the same 

B. and so are industrial processes 

C. and so is technology' 

D. both b and c 



2. ^chofthefoUowing is not a strategy for adapting to change? 

A. positive attitude 

B. strong work ethic 

C. commitment 

D. inflexibUity 

' wh« «l.pb„g ,0 

A. good listening skills 

B. positive attitude 

C. able to delegate 

D. able to communicate with peers. 

*0 job situations, it is essential to leam ways to cope with and handle stress. 

B. False 



5 . 



Which of the foUowing is a strategy for adapting a new job situation? 

A. using good communication skiUi 

B. being an effective team m emb er 

C. a and b 

O. none of the above 



6. Which of the following is the best definition for “adaptability”? 

A a characteristic which allows one to adjust effectively to demands 

B. remainmg the same 

C. a characteristic which allows one to perform an activity exactly how it was done in the oast 

D. an mabihty to change 
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7 . 



Which of the following is a cost of low commitment? 

A. low morale 

B. high turnover 

C. high quality 

D. a and b 

^ member and problem solver would be a strategy for adapting to new job 

A. True 

B. False 



9. 



Using your notes from the “Pridecraft 50th Anniversary” video, list one way the 
adapted to meet the needs of a changing society. 



company has 



10. “Obsolete machinery disappears so do obsolete people.” In you own words explain what this 
phrase means to you. 
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STRATEGIES FOR ADAPTING TO NEW JOB 
SITUATIONS 

1 . Positive Attitude ~ the most important factor in job success is attitude. 

2. Strong Work Ethic - strive to do your best and always do what is right 
or just. 

3 . Learn ways to cope with and handle stress. 

4. Use your time wisely and effectively. 

5. Be an effective team member and problem solver. 

6. Use good communication skills. 

7. Be committed — do an honest day’s work. Give 100%!! 
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Name: 

Date: 

Directions: Read and paraphrase the company mission statement. 

COMPANY MISSION STATEMENT 



Directions: Develop your own mission statement for your new job. 

INDIVIDUAL MISSION STATEMENT 
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YOUR IDEAS ABOUT COMMITMENT 



1 . In the space provided, write what the work commitment means to you. 




3. Recall a time when your commitment to work was low. What were the details? 




4. What were the n^ differences in management practices or organizational cultures between 
Situation 2 and 3? 



5. Is it important to you personally to feel loyalty and commitment to your managers and 
organization? Wby? ^ 
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the high cost of low commitment 

> LOW QUALITY— M commitment drops, so docs employee concerns about the ouiditv nf 
goods or services put out by the. company. As risk-averse emolovees hold h«<*ir th«ir 

for needed improvements, quality is sure to suffer. ^old back their suggestions 

> LOW PERFORMANCE- Employees with low commitment are satisfied to do the 

^ REPin’ATION- Companies may spend millions of dollars building a corporate 

reputation, only to see it destroyed by badmouthing fi-om disgruntled employees. ^ 

^ "0 longer look forward to ,o 

vtcom to streea-related iUnessea, and on.the.job accidents increase. If peonle feel 
Oppressed or un^preciated, the general atmosphere of the workplace will suffer. 

^ attract EMPLOYEES- Since commitment is so important to 

most people, po^tential employees will work for organizations that build trust and loyalty 
Organiatioiu that do not understand and respond to this employee need will lose out b the 
competition for tainted workers. 



Complied by Danita Day 
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the benefits of high commitment 



> high QUALITY- Committed employees care about the quality of the aoods or servir^ th.t 
the comply provides. They are eager to offer creative ideas o^to Spro^r^^^ 
systems, ^ganizations that stand for quality and service are more likely to attrac?t2lLted 
workers. These workers are looking to commit to a company in which they can take pti^. 

^ performance- Employees with high commitment to the organization care 

2 ^ut corpora^ goals and objectives. They are more willing to put out the extra effort necessary 
to increase performance and production. occssary 



LOW TURNOVER- When employees are committed to the organization and fed that 
orgamzatton^s committed to them, they are less likdy to quit their jobs. Turnover and 
absenteeism drop substantially. In fact, committed employees value their existing work 
relationships so highly that they may even pass over more lucrative opportunities. 

^ J«:PUTATI0N- workers who are committed to the organization speak well of it to 

thw fiiends and m the commumty. This goes a long way to enhance the company’s reputation 
With other employees, customers, snd potential employees. 

^ MORALE- Committed employees ere happy in their work. They love thdr jobs 

When raploy* monde Is high, them is less illness, fewer accidents, more Am and a 
atmosphere of general goodwill. i«»uicneu 

> TEAM SPIRIT- When employees are committed to the highest objectives of the organization, 
there is more ^peration and group interaction. Teams work together readily as they bond with 

one another^ Team spirit comes naturally when people are committed to the organization and to 
their co-workers. 



ability to ATTRACT EMPLOYEES^ Almost everyone wants to work in the kind 
of company just described. They want to bond with their co-workers, love their jobs and fed 
committed to thdr organization. Organizations that understand this need will tend to attract the 
most talented people from a dwindling pool of well-skilled workers. 



Complied by Danita Day 
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College: ESJC_ 
Course#: 



MSTC 



WORKFORCE 2000 PARTNERSHIP D,te: 

INDIVIDUAL EDUCATION PLAN Levdl 



Revised 5/96 



Name:, 

Street: 

City:_ 



Female: Aee: Birtlidate: 

__SodaJ Security#; 



_State: 



-Zip:. 



_Phone#:(_ 






a«»ilic.tio.: smd«_0«wf.su<e StudB«_(Saie)_imeni«Mul Soxtait_ (Counny), 

M.rk Only One; Civilim ^Active duty_R«ired MUiUiy_MiliUiy ^ 

D Tin. er. American Pacific Alaskan 

Rn«: Wh.te_Hi,p«nc_Aei«._Bl.ek_[ndi«. Ishnte _Nrt»e _OtMSpecHv) 

Marital Status: Single Married^_Separated Divorce d W idowed 

Number of Children Living with You: 

Employer: Lo^ 



How many hours per week do you work this job? Do you have more than one job ? 

Please rate your ability to perform each of the foOowing activities.(P-Poor, F-Fair, G-Good, E-Excellent): 

Read English Understand English Speak English Write F« gi.«K 

Work as part of a team Use Math Solve problems/use reasoning 

Which of the following are required for your job? (Check all that apply) 

Read Instructions SpeakEnglish Receive Spoken Instiuriion in English 

Write English Use Mat h Solve Problem s Teamwork 

What are your vocational goals? hnmediate Lmig Range 



arcle the highest grade you completed: 0 1 2 3 4 5 6 7 8 9 10 11 12 GED 13 14 15 16 17 18 

Last school attended: 

What are your educational goals? (Check all that apply) 

Improve skills for current job Improve skills f<» changing technology/fi^ 

Improve reading/writing/math — Improve problem solving/critical thinkin g Improve speaking/listcning__ 

Improve English(for non-native speakers) Pass GED tests Other(specify) 

How would you like to be contacted? Through superviso r C all at t 



O 

ERIC 



30 



o 




CO 



CO 



ERIC 




U.S. Department of Education 

Office of Educational Research and Improvement (OERI) 
National Library of Education (NLE) 
Educational Resources Information Center (ERIC) 



<T:, 
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